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Maintenance Programs
Payroll Processing Programs
Report Generation Programs
Annual / Ouarterly Programs
Inquiry Programs

Salary Schedule Programs

Datatrieve Menu

User Report Hriting/Data Extraction/Inquiry Tool for USPS
District Configuration and Setup

S5ystem Manager Programs

Local ly Defined USPS5 Menu
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Menu>Choose USPS _LCL menu option

USPS_LCL Local ly Defined Programs and Utilities

Apr 16 19

S CNIMEENY Email Employees/Lists Email Address/Last Paid/Since 1272017
EMISRPT EMIS Information Reported From The USPS Files
EMPDED Lists Ssn, Mame, Emp/Bd Amt, Cycle, Start/Stop Dates, Dedytd
S s i=S | isting Of Active Employees Subtotaled By Building
SCERNEEEN fll Employees - Lists Ssn, Employee Id, State Id, Hame
SCENEINN Active Employees/Name/Position/Address/Phone/Bldg and Dept
SN Active Employees Sorted By #Appointment Type/Date Hired
EMSRTX Hill transfer USPEMS file to EMISr for use uwith collections
29S¢t Can IMPORT to MEWCHT/CONTACT MEOnet FOR INFORMATIOM!!!!
*** Send Direct Deposit Hotices Via Email ¥
Hourly Employees, Position, Pay Group, Status, Hours, Amount
Enter Beg/End Paydate - Reports Hours Horked
HWill Update HOPD/Paraprofessional With Information Entered
Reports SI/D0 To Assist In Long Term Absence For Date Range
Reports Last Pay on contract for active equal pay Employees
ress <cr> for more. ..

Menu> Choose EXTNEWCNT option from USPS LCL Menu



kkkkkkkkkkkkkxkx*x EXTNEWCNT

*

* This program extract the fields in JOBSCN to

* create the EXTNEWNT.CSV comma delimited file.

*

* Written by SWOCA

hkkhkkhkkhkhkhkhkhkhkhkhkhkhkhhhhhhkhhhhhhhhkhkhkhkhkhkhkhhhhkhhhhhhhkhkdkx%x*%

1. Active Certificate Employees

2. Active Non-certificate Employees

3. All Active Employees

Enter 1/2/3 <1> _

khkkhkkkhkkhkhhkkhkhhkkhkhkkikhkk*x%

*
*
*
*
*
*

1 Using Active Certificated Employees for this example.

0 - One pay group
A - All pay group
0/A <A> _

0 Using One pay group for this example.

Enter pay group --

6 Chose pay group 6 for this example.

Do you want to include salary schedule step on the report

(Y/N) <N> _

Took the default answer of N to the include salary schedule step on report

Processing

Total number of jobs: 000003
Report is EXTNEWCNT.CSV

This program has created a csv with 3 employees,

file transfer option in reflections.

ready for export using the

{)FTP Client
a File Transfé

% By Copy ~
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Used the file transfer option to transfer the extnewcnt.csv to the desktop.

File Transfer _?Iil

—Local —Host
Local file names: HogLh (=58
«bD | Dow
I = | 5 extniewcnt .csv
15 10PM Check. docs Bratosat
'@ budsummoe c. pdf : - e
'EC] budsummoe1 nc. pdf I\”"\"'IH':!"'l|:h3f|ECtIDn LI .
T CEU ITC FYE WwWebinar. pdf Transfer type:
e Chernwell Service Management I.l'i'l.Sl:II LI OpenVMS Host
Copy saved reports criteria to new user.c
If file exists: K |
_I_I‘ _'I I.-'E«Sk Uszer ;I
Local directaries:
“neonetfehusersSh. . wdeskiop
Desktop
Setup... |
“iew Log |
Help |
Cloze |

[Wineonet fs'wsers$'bichseldesktop®.

Right click on the extnewcnt.csv from the desktop and open with excel.

% Convert to Adobe PPF and EMail

Open with » | X Excel 2016
Restore previous versions (= Internet Explorer

| Notepad

Send to 2 Q{ Notepad++ : a free (GNU) source code editor

Cut

Choose default program...
Copy

Create shortcut
Delete
Rename

Properties




Save the excel document with a new name. | used extnewcnt pg6.xIxs with data extracted from current
jobscn. There is a known issue with Column A spacing that should be corrected now.

A B C D E F G H I J K L |
| 1 | 1 1 | 1 | | 1 | 1
| EMPLOYEE ICIOB_NO  LAST-NANFIRST-NAI CONTRAC CONTRAC PAYS_IN_(WORK_DA CONTRAC CONTRAC APPOINTN PAY_GROUP
[ 1 I a4 70878 24 186 20180820 20191231 16

Home IGE Page Layout Farmulas
[E From Access L |:E\ F |:| Show Queries ||= =] Connectior
v s |
[ & From Web — 2 D From Table L Properties
From fther Existing MNew Refresh
[ From Test Soyfces~  Connections  Query ~ D;g. Recent Sources All = Edit Links
Get BExtgrnal Data Get & Transform Connections
Al 2 2 EMPLOYEE_ID
A B c D E F G t

| EMPLOYEE_IL|JOB_NO LAST-NAN FIRST-NAI CONTRAC CONTRAC PAYS_IN_(WOF
d 1 I 4 70878 24

[ I B S W R U I




Next click the Text to Columns Option.

Then choose Fixed Width option from the box that now appears on the screen.

Home Insert Page Layout Farmulas Data View ACROBAT @ Te l mewhat you want to do...
@ From Access i sholf Queries [=] Connections 8l |§’||E| E=? Flash
AlZ
From Web o gE= E Frorg Table Properties B-A Rema
From Other Existing Mew Refresh Zl Sort Text to
From Text Sources Connections | Query ~ D@ Recgnt Sources All Edit Links A te Advanced © Columns E% Data )
Get External Data Get & Trargform Connections Sort & Filter
Al = I EMPLOYEE] ID
A B | C | D | E | F | G | H | 1 | ] | K | L | M|
1 EMPLOYEE_I [-J OB_MNO  LAST-MNAMN FIRST-MAI CONTRAC CONTRAC PAYS_IN_IWORK_D£ CONTRAC CONTRAC APPOINTMN PAY_GROUP FTE.
2 d 1 i 6 1
5 Convert Text to Cblumns Wizard - Step 1 of 3 _?ILI
a The Text Wizard Has determined that your data is Delimited.
5 If this is correct, dhoose Next, or choose the data type that best describes your data.
5 QOriginal data e
7 Choose the filgtype that best describes your data:
8 i Drelimit: - Characters such as commas or tabs separate each field.
g - Fields are aligned in columns with spaces between each field,
10
11
12
13
14 Preview of selected data:
15
EMPT.OYEE ID =
1 ]
17
18
19 b
20
21 Cancel | ke | MNext = I Finish
22 !*
1 —

Click the next button. =



Click and drag the break line closer to the column data as shown below.

A B [ C [ D [ E | / F | G | H [ I [ J [ K
1 EMPLOYEE | [-|JOB_NO LAST-MAN FIRST-NAT CONTRAC LONTRAC PAYS_IN_1WORK_DE CONTRAC CONTRAC APPOINTT
; L Comvert Tert to Colum Wizard - Step 2 of 3 7] x| L
4 This screen lets you sgf field widths (column breaks).
5 Lines with arrows sighify a column break.
6 To CREATE a brfak line, click at the desired positi n.
7 To DELETE a b, ak.line, qouble click nln the line,
. To MOVE a bffeak line, click and drag it.
9
10
11
12
13 ~Data
14 ) . . 0 30 0 500 6
15 +
17
18 .
19 ﬂ »
20
21
22 E’—V B

e —— | —_—

Click the next button. =



Click the “Do not import column (skip)” button to delete the area highlighted in black and then click the
finish button.

—~ sLonverts numeric values to numbers, date values
Text . and all remaining values to text.

Advanced...

f* iDo not import column (skip)

Drestination: |SAS]_ 2.2
Data preview
ol
EMDLOYEE ID
<1 ]

Cancel = Back | FEinish I

This removes the additional spaces preceding the employee ID as shown in the image below.

A B
1 |EMPLOYEE_ID JOB_NO
2 1

3

Modify the excel to revise the Contract Amount to the new contract figure and new contract begin and
end dates for the next years contract. Correct any employee data that has incorrect values for Pays In
Contract or Work Days In Contract at this time.

Re-save the revised excel with a new name, like newcnt pg6.xIxs / \
A B C D E F G H [ J L

1 |EMPLOVEE 1D J03 ND LAST-AAME FIRSTAAME CONTRACTTVFE  CONTRACTAMOUNT  PAYS N CONTRACT WOR_DAYS I\ CONTRACT  CONTRACT START DATE CONTRACT STOP DATE APPOINTMENT TVPE  #AY GROUP

1 e . Erc i 1% 20150820 i3t 15

3

When ready to transfer into reflections the excel should be saved as a csv, without columns K & L. There
is no need to import these two columns into newcnt. They appear because those were the options
chosen in EXTNEWCNT. Columns A through J are the necessary columns for the NEWCNT program when
using Option 4 New Contract.



The csv file is now named newcnt pgb.csv as shown below, and can now be file transferred into

reflections.

|='| mewcnt pgb.csv

The file name appears in quotes because the string needs an underscore between newcnt and pg6 to
make it one unbroken string. It will transfer and appear in reflections as newcnt_pg6.csv.

MECHnetl.r2w - Reflection for UNI{ and OpenVM5

LDe-H & #4 @ oy o EBEEHE N

File Transfer

Local

Local file names:

"newcrt pg6.csv”

E extnewcnt pgk. 2lsx
=| EXTHEWCNT process for Mew Contrac
|| ertnewont oy

|=| newent pgb.caev
5 newent pgb.xlsx

Local directories:
WU ANEWCNT New Contracts

PR Dezktop

Host

( [ \-Iu:ust file names:
M

Tran
Pratocal;

'wWRE/Reflection v |

Transfer type:
|"é"5 il ﬂ OpenYMS Host

IF file emxizts:

|.-’-'-.sk Idzer ﬂ

Setup...

Wiew Log

Help

Cloze

“neonetfshusersSibichsel\Desktop USSP SN\NEWCNTWNEWCNT Mew Contracts®.

43416 |§ VT500-7 -- necnet.ld 2.ch.us via SECURE SHELL 01:23:57

Murm




View the file in reflections to make certain it looks like a comma separated values file, with the various
columns separated by commas.

Menu> vieu neuwcnt_pgh.csy

(+7) MEOnetl.r2w - Reflection for UNIX and OpenVMS - | &
DE-EH & & T ) »r o EEGEEHE K

'
[End of filg]

We are now ready to import this newcnt_pg6.csv into the NEWCNT Program.

nter command, or press <cr 15play menu.

Menu: MAIN (Ohio Education Computer Metuwork/Main Menu)
Menu> neucnt

Choose option 7 IMPORT

MEONet]l.r2w - Reflection for LUMNIX and OpenVWhi1s —

OO = - & | &= | & == | r = | EE D B OEH | R
HEHCHT — Hewm Contract Options Henu

Add Hodi fyv Delete new contract data
Auto build new contract records
Activate new contracts & Purge old
HMass Delete new contracts

Report neuw contract data

Hewun contract pay account report
Import neu contract data

Exit program

BUILD
PURGE
DELETE
REPORT
HMEHPAY
IMPORT
EXIT

DWONAWN=

Henu: HEWCHT Option> ra

(Re) aAaccept F7F He lp




Enter the import file name NEWCNT_PG6.CSV and the Contract Start Date of 08/20/2019 into the
import screen. The import will exclude any employees without this start date.

MEOnetl.r2w - Reflection for UMLK and OpenVMS -

De-EH & # =0=\ % r o AL B4l BEH W2

NEWCNT Import

Import File Specification

Import filename: NEWCNT PG6G.CSV
Format of import file: CSV
Contract start date: 08/20/2019

Output File Specification

Error output file NEWIMPORT . TXT
Print options page? (¥Y.H) Y
Optional heading:

Hit return to initiate the import. This example has only 1 record, which imported successfully as shown
below. Hit return again to continue. You are then returned to the NEWCNT menu options.

MECnetl.r2w - Reflection for UMNIX and OpenyMS _
O =-EH &) &4 <= | ¥ | » e R EEER| W2

Program execution completed

Import Fi
Import fi| Continue Scroll Up Scroll Down

Format of
Contract
Program Execution

—— Options Summary —-

<ACTIOH>IMPORT

Import filename: HEHWCHT_PGG. CS5V
Format of import file: CSY
Contract start date: 0s8/20/2019
Error output file: HEHIMPORT. TXT
Print options page? (Y¥.H)] ¥

TOTAL Hew Contract records Added:
TOTAL Hew Contract records Updated:

Output file is: HEWIHMPORT. TXT




Choose Option 1 MAINT to see the imported data.

MEOnetl.r2w - Reflection for UMDY and OpenVMS

b= EH | & dh == | &7 r e BB B OEH | R
HEHCHT — Hew Contract Options Henu

Add/HModify Delete neu contract data
Auto build new contract records
Activate new contracts & Purge old
Mass Delete neu contracts

Report new contract data

Heuw contract pay account report
Import new contract data

Exit program

BUILD
PURGE
DELETE
REPORT
HEHPAY
IMPORT
EXIT

1.
2.
3.
q.
o.
6.
¥
8.

Menu: HEWCHT OptionZ> 1

(Re) fAccept F7¥ Help

The NEWCNT imported data is now in the MAINT screen and ready to be purged into the JOBSCN when

needed.

MEQnetl.r2w - Reflection for UNIX and OpenVMS

Dx-EH & & - 57 » e FE D B EL R?
Find:

SSHYID Job Last Hame First Hame

ID: P Conceal: H Job: 01 Hame: B
Position: ELL TUTOR
Heu cont type: Heu contract Equal pays

Obligation : £3730.00 Days since raise: Hours per day
Heu contract : Z3730.00 Cont start: 087202019 Retire hours

0ld contract : 70878.00 Cont stop : 12531/2020 Pay unit

Amount paid : Job status: Pay per period:

Amount due : Pay group : Daily rate

Amount earned: Appt. type: Dock next pay

Amount docked: Retirement: 1] Retro next

pay:

Extended service: Position : _20 Contract type

#t pays/Pays paid: EEI__ Building IRH: 050047 Heu Hire date

Hrk days/Horked: 186/ Bldg. fDept. : 0077001 Qual. Paraprof:

Title: ELL TUTOR HOPD

HNEWMCHT - Hew Contract Data Maintenance

Screen




